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if BUDGET WORK PAPERS Z years + current ROTE
HO RECORD SHALL BE DESTROYED
Z. CAPITAL COHSTRUCTIOR AND 6 years + current UHDER THIS SCHEDULE AUTHORITY
CONTROLLED MAINTENANCE SO LONG AS 1T PERTAINS T0O ARY
PROJECT FILES (DUPLICAIE PERDING LEGAL CASE, CLAIM,
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5. WORK ORDERS 1 year + current
6. PURCHASE ORDERS/ 1 year + current
REQUISITIONS (DUPLICATE COPY)
7. EMPLOYEE TIME SHEETS 5 years + current
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needed
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REPORTS
1. READIRG FILES 4 years + current
1i. IKCIDENT REPORIS 3 years + curremt
1z, PERSONNEL FILES (DUPLICATE Transfer to Depart-

| request approval of the above records disposition schedule. Retention periods have been established by this agency after carefu!
evatuation of ali of the factors listed in the State Records Management Policies and Procedures Manuat. { hereby certify that | am
authorized to act for the head of this agency in matters pertaining to disposal of records. | also certity that | will comply with all
conditions tisted on page 4-10 of the Records Management Policies and Procedures Manual,
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t request approval of the above records disposition schedule. Retention periods have been established by this agency after careful
evaluation of all of the factors listed in the State Records Management Policies and Procedures Manual. § hereby certify that { am
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